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(1) CC 5000/1 MAGTFTC, MCAGCC Routing Sheet 

1. Situation. The references provide general guida~ce for the creation and 
administration of correspondence documents and directives for the Combat 
Center . 

2. Missio~. To provide amplifyi~g guidance and establish internal policy i~ 
the preparation of correspondence documents and directives within this 
comma~d. 

3. Execution 

a . Commander's Intent and Concept of Operations 

(1) Commander's Intent. The references will be the guid1ng 
1nfluences in the preparation of all correspondence documents and directives 
pertaining to the Combat Center . 

(2) Concept of Operations . Assistant Chiefs of Staff (AC/S), 
Commanding Officers, and Special Staff Officers will write correspondence 
documents and directives that are clear with regard to intent, guidance, and 
expected action. 

b. Subordinate Element Missions 

(1) Assistant Chiefs of Staff, Commanding Officers, and Special Staff 
Officers 

(a) Ensure the proper use of the references when creating 
correspondence documents, awards, and directives throughout your areas of 
responsibility. 

DISTRIBUTION STATEMENT A: Approved for public release; distribution is 
unlimited . 
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(bl Completed co:::-:::-espondence or t:asr-e!:s prepared ar!d submi:::ed ::o 
t!-!= command deck should be rot::ed c!-!:::ough other int:erest.ed sta.::f ager!cies ::or 
revie~ a~d indication of concu:::-rence or ncnconcurre~ce before being submitted 
to the G 1 Adjutant for final rev!e~ and submission co the Staff Secretary's 
office. The staff off~ce:::-s co~cerned indicate concurrence by annotating 
thei:::- initials and date on the routing sheet. If routed v1a electronic mail 
(email) ~ :ack of response by the specified date ~il: const1tute a 
concurrence. In al l cases of nonconcurrence, those sca:f of:':icers will 
include comments as appropriate. See enclosure (~) for the standard routing 
sheet forma t . Use only one routing sheet per package, and usc the follo~ing 

guidelines to prepare it: 

the origina: tasker 
If the package is in respo~se to a :asker, 
w~~~ the package. 

always 

:f a package has been reworked, always return the 
paper~ork indicating previous errors. 

rett~rn 

3. For~ard al: directives, a~ards, and correspondence for 
the Command1~g General's (CGJ revie~ or signature via the G-: Adjutan~ for 
admi~istrative screening. Awards should be submitted per reference (d) . 

(2) As~;1~tant Chief _of Star: G-1, .::>.djut.:ant 

(a The G-1 Adjutant .,.;ill assign a tracking number to all 
correspondence, awards, and direccives sent to the CG for review or 
signdture. 

(b) Unless otherwise notified via the routi~g sheet, all 
correspondence sig~ed by the CG ~ill be mailed ~ro~ a~d ~1led in ~he G-1 
AdJutant's of~ice. 

(~) Contact :~e G-~ Ad:utan~'s o:fice ~ o:::- assis:a~ce 1~ trac~ing 

correspo~dence or direc~ives; 760 ~30-3689/~~59. 

c. CoOl:dinating:_ Instruc::ionE 

Letter~ead 

(a) Authorized uue of command letterhead is ouc:ined 1n reference 
(g). 

(b; For all ether off1ce bus1ness :etter~ead do not use a seal or 
"Uni~ed States Mari~e Corps." The following is an acceptab!e heade~ tor 
directo1·ates: 

OFFICE NAME 
aox ~s:23.; 

T~EN7YNINE P~L~S. CA 92278-123.; 

(c) 7he Postal S;:andard Opera::1ng ?rocedures provides a~ o:::ic!a1 
listing of mailing addresses for al: units and director~tes aboard the Comba;: 
Center. r: a ~orrection is required contact t:he Postal Chief at 330-7399. 
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(2) Pocket ~older~. The following color pocket folders will be used 
when submitting part~cular t}~es of correspondence: 

(a) Blue will be used for general correspondence. 

(b) Red wil~ be used for awards and other personal recognition. 

(c) Yellow will be used for Combat Center or-ders, bulletins, and 
policy letter-s. 

(d) Orange will be used for Protocol documents and special 
events, e.g. letters of instruction (LOis). 

(3) Corresponden~e Packages 

(a) A routing sheet, enclosure (1), will a~company every package 
that comes tc the CG for signature or review . 

1 . It must be signed by either t~e commanding officer, 
executive officer, AC/S, Deputy AC/S, or the respective Special Staff 
Officer. 

2 . A::.l right side fields will be comp:eted in a manner as t.o 
provide the CG with the contents of the folder . 

3. Appropriate staff~ng shown on the left side. 

4. The routing sheet will be stapled to the pocket folder, 
once on the lef~ side and once on the right side . 

5. Missing or incomplete routing sheets will not be 
accepted. 

(b) Supplemental information, e.g. reference mater~als, staffing 
notes, a legal read (if required), etc. will be placed in the left side of 
the pocket folder . Documents that require CG action or s~gnature w:ll go on 
the right hand side of the pocket folder. 

(c) For large documents use a six part brown folder . Paperclips 
will not be used. 

(4) Staffing Procedures. Staffing can be done physically via the 
routing of the folder utilizing enclosure (1), via enail utilizing enclosure 
(1) ar1d s~gning dig~tally, or via email response and p~ysica11y entering 
concur/nonconcur on the route shee~. 

(5) Letters of Instruction 

(a) In accordance with reference (f , LOis are to be submitted to 
the G-1 Adjutant's office 45 days prior to the event. 

(b) A routing sheet, all staffing notes/ema!lS, a printed copy of 
the LOI, and a legal read must accompany the package. 

:cl Email the electronic word document to the administrat1ve 
specialist handling the LOis. Call 830-8689 for the email address. 
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(6) Combat Cer.ter Orders, su::.:::.etins (CCBul ), and P9licv :.etters 

(a) Are ~o be s~bmitced to the G-1 Adju~nnt's o::ice with a 
routing sheet, a::.: sta!f1ng noteslemails, and a copy of the printed order, 
bulletin or policy letter. 

(b) Email the electronic word document to the administrative 
specialist handling the CCO, CCBul, or policy letter . Call 830-8689 for the 
emai1 address. 

(7) Samp1~ Formats and Temolaces. Samp1e :orma~s and templates for 
endorsement letters, information papers, poi~t papers, position papers, 
tdlking papers, standard letters, policy letters, LOis, and the f1ve 
paragraph order can be located using reference e . 

(8) Rcf~rence Materi~ls. The :allowing references are recc~mended 
for review when questions arise in addition to those listed in this Order: 

(a) HQMC Supplement to ~he DoN Correspondence Manual (MCO 5216.~0). 

(bl GPO Style Manual 2008. 

(c) ~~GTFTC, MCAGCC Admir. Guidance document, see reference (eJ. 

(9) Forms. Enclosure (1) is t.:he r•IAGTFTC MCAGCC Routing Sheet Form CC 
500011 and can be obtained from the Naval Forms Cnl1ne web site at 
http:llnavalforms.daps.dla.mil. Use the forms tab to access the search page; 
the number or -c1tle can be entered in ::.he key·.,·ord s earc!-1. 

4. Ad:r.inis_!:ration and Log:stics. :Jistr.:bution staLement r. directi,:es ~SSt~ed 
by the CG are dis=ributed via e~ail upon reques= and can be viewed at 
http: I /www. 2 9pal::Js. usmc. mEl di rslma:1pm·:er I adj I ccot:.oc. asp. 

5. Command and Signa1 

a. Command. ~his Order is applicable to al:::. Assistant Chiefn of Staff, 
Commanding Officers, Directors, and aci:.ivities locat~d aboard the Combat 
Center . 

b. Sig~~l . This Order 1s 

Chc.ef of s::a:: 



ceo 5216.9 

Au i:. ~ . -- -; 
~ • ... J ~:.. 

I MAGTFTC MCAGCC ROUTING SHEET I 1-
OPERATION CODES DATE 

X. ORIGINATOR OR OFFICE G. INFORMATION SUBJECT: 
AFFIXING ROL.. - .NG SHE::- H . RcuRN TO 

A· A=>PROPRIATE AC-ION Room 
B. GUIDAI\CE I • INITIAL 
c - SIGNATURE J - DISPOSI-ION 
0 - COM1.1ENT K . DECISION 
E . RECOt!f-1::NDA-ION L. Rc::NTION 
F • CONCURRENC:: 0 · OTI-'ER 

RT - Use numbers to show order of routin~ NATURE OF ORIGINATOR DUE DATE 

RT OPR ADDRESSEES DATE I CONCINONCONC 
CODE /COMMENT F-: 1.1 t i :--~-:-

IN ouf C:'~FCMT 11\IT ~-S 
'li.'i Commond1ng General RE~lARKS 

•I •/ A1de de Camp EUBPOSE 

~ 'J'h Ch1ef o' Stof' COS J 
i· , Stoff Secretory t.o.C -. '/ Adm1n. Ch1ef 

" ,'I, Sergeant Major ~ f- -.. AdJutant - DISCUSS!~~ 

~ Slot: Judge Advocate £!JI 
Protocol 4 ~ ~ 

AC S G-1 •1-IANPOWERl ' ~MMEND~~v 
~ 

A ~ r\.. -IPOI? AC S G-3 tOPERATIONS & TRAINING) 4~ \\ 
• ~ ~1 

\ ~ "" /,/ 
AC.S G-4 dNSTALLATION & LOGIS-ICSJ \\' "' ~ ['(' 

~ ~ ~ h. " - ·~, ~ ~ ' " ACS G-S tC0~1~1U:-.IITY PLANS L.AS~ ~ ~~ -~ 

' 
~ "" Itt.. ~ ~ ~.-

" /Y 
AC•S G-6 (COr-'M & INFO~) ""- ' ""' 

ACS~c.~NASSU~ 
.... ~ 
~ ~w -

,\ ~ 
~ 11" "" ~ t AC.S G-8 tCOr-'PTROLLERJ ·"' 0 

~\ 

""' II .. ,, SPECIAL STAFF SECT ,_. _ . ' ,··· l ... 
1---

,···. SUBORDI'IIATE ELEI\.1EN.,.S 1;:',' /-1 

,'l1 ,'. I TENA'IIT COt.li\.'ANDS .'! ·'l 

. 
lA\.. ::.. ueputY .><.U Nome ~.>mae u -r1ce L;ooe 1 e1epnone Nurnoer jA\..•::. uepury .><.v ::.1gnoture 

CC 5000/1 (Rev. 01 -12) (TEST·1) FORMER EDITIONS USABLE 

Enclosure ( l ) 


